CHAPTER 6

PUBLIC PARTICIPATION TASKS & TECHNIQUES
SECTION 4
MAILING LISTS

MAILING LISTS - Overview / Purpose / Timing /?cope

OVERVIEW N _ '
N N ‘

Mailing lists are project specific and include individuals and organiz lons who have
expressed an interest in the permit determination or site, an‘d/or msléo be kept informed of
DTSC's activities. Mailing lists are considered public record and may only be obtalned
through a written Public Records Act request. Project Ma‘nagegéhould anS|der a|l malllng
lists as public records, and coupons and sign-in sheets must contaln\a dlsciqsure stat@/
which conveys this to anyone requesting to be pla n a mailing list.- A

%
" -

You should consider the possibilit‘y\of co vl,,ectih‘ -mail add}ess for electrd'njc mdﬂings.
Y \\ ., N » M
PUBLIC PARTICIPATION T€< RESPONSIBILITIf h AN b /

ACTIVITY PPS \, ok PROJECT MANAGER

MAiL,l}»NG -ldentify scope. \ -Gathex,data for mailing “Identify known interested parties,
LIST ™, -1 tify wn contacts ™ list. \ N agencie$»et
or contractor, Enter into-dBase. N -Acquire gontiguous property owners

\ -Review & apprdv\le mail Iist Upda\fe as needed. ts list from RP or permit

. S -Collecting e-mail
N addresses for electronic
\.\ _ N . distribution of information.
.» N 5 \ A
***Activities which aranot a55|gned to specmc aff, but whic be accomplished by the PPS, Project Manager,
and/or clerical support N .
R Y
Purpose "\\
The mailing list assists in iding information to community members, contiguous

property owners, State and-j@€al agencies, and elected officials throughout the permit
determination, closure plan or remedial process.

Timing

Development of the mailing list should begin as soon as the permit application or
closure plan is received, or the response action begins. Mailings can take place throughout
the permitting/closure or the remedial process; therefore, the mailing list should always be up-
to-date and available.
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Scope

The geographic scope of the mailing list is left to the discretion of the PPS, except
when required by statute or regulation (e.g., 1/4 mile radius for incinerator application), based
upon density of population, community interest, location of potentially affected population,
locations of schools, and sensitive receptors. A two to three blockiradius around the site
maybe used as a guideline for high density population,.or a Iarger radlus for more rural low
density areas. The mailing list must include: : \

O O O0OO0OO0O0Oo

N
Mandatory mailing list; A e -
Regional mailing list; N N
Schools; '\ LN
Public facilities; '\

Persons indicating an interest (i.e., actmstgr‘oups) arﬂ

Media. \_\ . \
Contiguous property owners . '\ \\

Refer to Exhibit # , "Key Contacts", on page K\ h \/

Mailing List Tips
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The initial mailing list may €onsist of DTSC' telephone\tog, recor®l of inquiries
about the site or permlt application, elected officials and local agencies, and the
TSE:required mailing list; " \\ -
\ \\
A useful teghnlqu 0 augment the mailing list+ clude in fact sheets and
~_public notices a S\lp-out co\upon (including a disclosure statement that the

‘*malllng list is & public record) addressed to DTSC, requesting to be placed on

the mailing list. An ex
"Sample Fact Sheet";

ple of W list coupon is shown in Appendix D,

ewspaper of a community may generate interest by
ed on the mailing list for a certain project;

A dlsplay ad in the local
local res@ents to be pl
Project staff ¢ equest that the post office send fact sheets or other
information to all addresses within a particular ZIP or postal route of a site or
facility. Such materials should be addressed to "Postal Patron”, and
arrangements for delivery need to be made ahead of time with the post office;

Mailing lists for targeted areas (residents or businesses in a particular area)
may be also procured through mailing houses or may be obtained, at no cost,
through other public agencies (i.e., water district, planning department, etc.);
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o] Maintaining the mailing list can be the responsibility of project staff, contractors
or the Responsible Party. It will be important to assign this responsibility, and
ensure that the mailing list coupons received by DTSC project staff are directed
to the appropriate person to be added to the mailing list; and,

o] Purging of the mailing list should be done periodically.to ensure up-to-date lists.

0 Copies of the mailing lists need to be ineluded in project files.
MAILING LISTS - Key Contacts ‘ e N
State and Federal Elected Officials . /

0 State Senate N 9

o] State Assembly N L :

0] U.S. Congress ( ,\
Local Elected Officials A .\

o] County Supervisor (is there more than one dIStI’ICf\SO, include all)

0 Mayor : Y
City and Agency Officials ~  \ RN

o} RWQCB (person Wdtcking nith the facility an perhétp_s their senior) .

0 City Manager . NN RS

0 Water District

. 0 Department forEnwron ental Health
.0 ;SQMD (person working with the facility and perh “sAﬁir senior)

‘o‘_ County Department for Ehwronmental Hea

0 \ School District AN

o . City Planning. Department

0] County Plannlng Department \

0] Flre Marshal

0

Mail delivery. \personnel
Local Contacts AN
Environmental Group
Homeowners Ass
Area Residents
Area Businesses
Hospitals
Adjacent Businesses
Schools
Day cares for children and the elderly
Adjacent property owners
Owners of the affected property

o

O 0O O0OO0OO0OO0OO0OO0Oo
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Media

0] Newspapers
o] Radio Stations
o] Community television channels

*Exact radius to be determined based upon community interest/visibility.

Y

k. N . ~
\

N
N
N
\.
S
.
A
"
,\
«

Public Participation Policy and Procedures Manual March 2001
Mailing Lists - -4



